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Procedure

This lesson describes how to make staffing report changes in the Reports To: structure (Position

Management).

3 Employee-facing registry content - Microsoft Internet Explorer.

File Edit view Favortes Tools Help

Qe - () \ﬂ @ \jj pSearch ‘i\?Favontes & ﬁf{' :\?_ R §

PeopleSoft.
Personalize Content | Layout
Menu EIC]
Search: @ Caonifirm Personal Infarmation Current Enraliment Summary
]

[ My Favaorites

Qpen Enrollment Ends at Noon on 11/19/07!!!!

[+ Gelf Service

> Manager Self Service

[> Recruiting Before you are able to elect benefits, you must confirm your personal

[ \Workforce Administration infarmation. Click the yellow Confirm Personal Information button ahove
[ Benefits

> Compensation

[ Time and Labor

> Organizational Developrment
[ Enterprise Learming

Note: It is a violation of the Information Resource Use Agreement’ to share your
USERID or Passwaord with ANYONE. Benefit elections made during Open
Enrollment with your logon credentials will be considered elections made by

> St Up HRMS you and will not be subject to dispute

[ Worklist .

[ Reporting Tools To enter your benefit elections for 2008 Open Enroliment, click on the yellow
- PeopleTools Enter Elections button above to start your enroliment

— Careers

— Change by Password ‘You may elect or change your benefit choices anytime before noon on
e 11/19/07 . Print a copy of the Enrollment/Election Surmary after you have

— My System Profile

| e Dictiona submitted your elections

If you make additional changes during the enrollment period, be sure to print a
new Enrollment/Election Summary to reflect your most current elections.

If you do not make any changes, the Current Event Enrollment/Election
Summary will reflect benefits for plan year 2008

The Enrollment Summary will not be valid documentation of coverage on over-
age dependents if they do not meet eligibility requirements. Please refer to
Qpen Enrollment communications regarding over-age dependents,

Addrass \ej htkp: f{devhr . gris.in.gov/psp/hrup3/EMPLOYEE/HRMS h/?t ab=DEFALLT b Go

Links >

IE3

@ Trusted sites

Step Action

1. Click the Organizational Development link.

[- Organizational Developrnent
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3 Base Navigation Page - Microsoft Internet Explorer

Fle Edb Wiew Favarites Took Help
N ‘ o SN a—
Qe - () B @ \{h POseach Joramies @B (- iz @ - B
Address ‘@http:fﬂdevhr‘qm\s‘H'\.gnvfpspfhruDSIEMPLOYEEﬂHRMSt;/WEBLlBiPTFPj(.HOMEPAGE.F\aIanrmula‘ISErlptj\ppHF?ptjr\ame:H(70RGAN[ZATIONALiDEVELOFMENT&FD\EV Bl ks >
PeopleSoft.

Search:

Hoime:

® QOrganizational Development

> My Faworites . .
Maintain Succession Planning and Postion Managemert

[> Self Service

I> Manager Self Senice ﬁ] Maintain Positions Budgets ﬁ] Review PositionBudget Info ﬁ] Position Reports
I Recruiting Identifies postions within arganization, Displays summary, histarical, and vacant Initit=s cretion of reparts shawing the
[> Workforce Administration hudgets for positions, and allows for creation budgeted position information status and history of postions in the
[: Benefits of job requisttions [ElPosition Summary organization
& Compensation ] Add/Updiste Postion Inf ElPasition History ElPasition Allos - Business Unit
by Titgom ) Lty = Budteet Status =l ¥acant Budcel Postions
= [Elvacant Budgeted Positions [Elvacant Positions Report

I> Position Management
> Enterprise Learning
[ 8et Up HRMS
[ Worklist
> Reporting Tools
> PeapleTools
- Careers

— Chanoe Wy Password
— bty Personalizations
— My System Profile

— Ity Dictionary

@ Trusted sites

Step | Action

2. Click the Maintain Positions/Budgets link.

3. Click the Add/Update Position Info link.
AddUpdate Position Info|
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2l Add/Update Position Info - Microsoft Internet Explorer

Fle Edb Wiew Favarites Took Help
\ ( ey | @ B
Qe - () B @ \\ POseach Joramies @B (- iz @ - B
Address ‘@ itk fdevhr, grois. . gov/psp/hrUp 3 EMPLOYEE JHRMS|c/MANAGE_POSITIONS,POSITION_DATA,GBLPPORTALPARAM_PTCNAY=HC_POSITION_DATA_GBLSRECPP.SCNode: ¥ Go
PeopleSoft.

I My Favorites AddiUpdate Position Info
[- Self Sewvice Enter any information you have and click Search. Leave figlds blank for a list of all values
I Manager Self Service

I Recruiting Find an Existing Value

[> Workforce Administration

[+ Benefits
[ Compensation Position Number: begins with v ||
[» Time and Labar
b ith
- Organizational Development egins wi v”
= Position Managerment Position Status: = vl ‘ vl
= Maintain "
: v
PasilionsBudgets Business unit. hegins with ||| Q
Department: beging with ||| Q
Job Code: begins with ||| Q
[» Review Position/Budget
it Reports To Position Number:| begins with |+ |
b Position Reports [Cinclude History - [ case Sensitive

> Enterprise Learning
[ 8et Up HRMS
[ Warklist Search ‘ Clear ‘ Basic Search & Save Search Criteria

> Reporting Tools

> PeapleTools

- Careers

— Change Wy Password
— bty Personalizations
— hily Swsterm Profile

— Ity Dictionary

Search: Newwindow | Helo | &,

Links >

@ Trusted sites

Step | Action

4, Click in the Position Number field.
[ |

5. Enter the position number to be added and/or updated into the Position Number field.

Enter "10012384".

6. Click the Search button.
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2l Add/Update Position Info - Microsoft Internet Explorer

Fie Edt Wiew Favortes Tooks Help [

Qe - © - [x] @ @) POsach Foramies €8 (- i @ - B

Address ‘ejhttp:fﬂdevhr‘gm\sm.gnvfpspfhruDSIEMPLOYEEﬂHRMSﬂE/MANAGE}OSIT[ONS.POSIT]OV‘\LDATA.GBL?PORTALPARAMj-‘T(NAV:H(iPOSlTlDNiDATAiGBLE&EOPP‘S(Nnde:V Bl ks >

PeopleSoft.
Menu O

Search: Mew Window | Help | Customize Page | 5, &

®

I My Favorites Description f Budget and Incumbents
[> Self Service

Paosition Information

I Manager Self Service

[> Recruiting Position Number: 10012384 =
[> Wiorkforce Administration

[: Benefits Headcount Status: Filled Current Head Count: 1 out of 1

[ Compensation o

& T\mapamd Labor Effective Date:  05/31/2007 Status: Active

I~ Organizational Development Reason: urD Position Data Update Action Date: 04/31/2007

= Position Managerment
< Maintain Position Status:  Approved Status Date: 01/06/953 ey Eositior

PositionsiBudgets -
pdals Posilion dablinformatiion

Business Unit: 00235 Bureau of Motor Yehicles

[» Review Position/Budget

i Job Code: D0ZWNE  Administrative Assistant 6 Manager Level: Nor-Manager
[ Position Repaorts
[> Enterprise Learning ReqgiTemp: Regular FullPart Time:  Fullk-Time -
[ 8et Up HRMS
[> Wiorklist Regular Shift: 1 Union Code: oo BU 00 - Exempt
> Reporting Tools
> PeapleTools Title: Adr Ast B Short Title: 2WnB Detailed Position Description
- Careers
- Chance Iy Password
— My Personalizations
— My Systern Profils Reg Region: usa United States
— My Dictionary
Department: 079003 BV - Human Resources Company: S0 State ofIndiana
Location: 0ooooootoo BMY IGCH Room N402
Renorts To- 1nn19383 Rraad Rand Frarifiva Nt ina- A4
| >

&] @ Trusted sites
‘ystat € = @ 7 [@ >

Action

Click the Add a new row (Alt+7) button.

Scroll down the page to locate the Reports To: field.

Remove the current Reports To: position number by highlighting and deleting the
number in the Reports To: field.

10.

Enter the desired information into the Reports To field.

Enter "10012407".

11.

Press the [Tab] key to populate the new Reports To: title.

12.

Scroll down the screen to locate the Save button.

13.

Click the Save button.

14.

End of Procedure.
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